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b.

Co

The Operating Cost Budget reflects the eatimoted emounts of all
cost items wsed by en office including Agency resources such as
property and printing services. The total of the Operating Coat
Budget for & Deputy Director's ares skall be within or reccucilable
to the fund limitations in the Congressicnal Budget estimates under
consideratiom by the Congress. The Operebing Cost Budget is the

basis for determining cost euthority allowences and for establishing

fund controls for the Curremt Year.

The Preliminary Ccg8t Estimate is the initiel projection of cost and
persomnel requirements for Agency operatioms for the Budget Year.
The Operating Offices will swbmit their estimstes of "over-ceiling”
cost requirements for the Curreant Year to the Deputy Director con-
cerned for his review and congideration. The Deputy Directer sghall
submit 8 separate memorandum comcerning thoze items which he belleves
to be of value and importance bub which kave been eliminabeld or
curtailed due %o & lack of funds within the Comgressiopal Budget
limitation for the erea and which, therefore, will not get done
uless additional funds are made availsble. These items should
cover old avtivities vhich will heve tc be curtailed or discon-
tinued es well as potentiel new ones and should reflect the Deputy
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Director's decision on items which were of such priority as to
be excluded from the offices’ Operating Cost Budgets.
2. Budget Schedulss

The Operating Cost Budget and Preliminary Cost Estimate shall be submitied
on schedules described as follows:
a. Cost and Position Statemsat, Fora 628
b. Explanation of Changes, Form 629
c. Object Class Schedule, Form ___
d. Supplemental Schedule for Propexty
e. SuppMal Schedule for Cost Requirements related to Obligational
Requirements for selected object clesses such as 706, Other Services,
and 006, Lands and Structures.
3. Procedures
a. Cost and Positionm Stetement, Form 628
(1) This schedule preseats summary information for the office
as a vhole divided into cost ectimstes and position estimates
by activity.
(2) Colum 1 -- Office Activity
(a) The DD/P offices shall list im this colwwm the
geogrsphic subdivisions of the office; i.e.,

2014,
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(b) ALl other Ageuncy c¢ffices will 1ist in “his column
the office ectbivity o sobivibies dssoriptive of
the office’s pregrems. For gome offices o single
activity mey suffice, in ¢ihevs swoie thon one
activicy may be spovopriste. The ectivity title
nust indlecie elssrly the services to be performed
oy other bapin of Justification. The ascbivities
breakdovn should te hept zs simple as possible end
akould be limited in nusber ag fuyr ag possible
wiﬁhmz:h sacrifieirg clarity.
{e) A total lize Por the officz shall be shown at the
bottom of the schedule,
Colum 2 -~ Actuel Costs, FY (Past Year/l)
In this ccluvam, show the costs for the Flscal Yesr preceding
the Past Year {FY 1960) as reflected in the Comptroileris
records on 31 Decarber foliowlny the éiiﬁse of the ¥Fizeal
Year, for esch activity liehed in colvun 1.
Colwm 3 -~ Bpbiveted Cosis, F¥ (Pust Year)
In vhis colummn, shov the estimeled costs for the Pact Yeor
(FY 198%1) for each vebivity lieted dn celuwsm L. These cosis
should be bused on the leteat coah repord spd projected costs
for the remuinder of the pear.
Columm & eund 7 -~ Huon-Rucurping or Dﬁaemﬁiﬁu@d Iteus

{a) These colrwne ave o ehow the egsls of BonerecrrYing
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the estimates to arrive at the continuing base require-
ments for the office in the Current and Budget Years.
(b) Definitive descriptions or examples of non-recurring
items are not proposed but, generally, items considered
es non-recwrring are (1) changes in project operations

dwe to completion, termination, or curtailment of opera-

tions to the extent of the curtailuent; (2) the comple-
tion or reduction in level of research or research and
development programs; (3) non-recurring supply snd
equipment items as distinguished from supply and
equipment items for the maintenance ’of stock levels or
scheduled annual replacement of equipment; (L) real
estate acquisition, lands, comstruction, capital repairs
and alterations; and (5) costs for other items vhich
w11l be discontinued by the end of the Fiscal Year.

(c) In general, the substitution of one project for another,
or one individual or mechanism for another, does not
result in & non-recurring item where the objective
remains the game.

(6) Columns 5 and 8 ~- New Items

Thege colwmms reflect the costs expected to be incurred for

new or expanded programs or activities and increased costs

that are to be incurred for continulng activities at the same
level into the next Fiscal Year.
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(7) Colwm 6 -- Total Estimate, FY (Current Year)
This column shows the estimated cost requirements for the
Current Year for each of the activities listed in colwm 1
and consists of colum 3 minus column 4 plus column 5.

(8) Colwm 9 -- Totel Estimate, FY (Budget Year)
In this colwm shov the estimated cost requirements for the
Budget Year for each of the activities listed in columm 1.

(9) Columns 10, 11, and 12 -- Position Requirements
Show in these colums the current spproved positicn ceiling
for the Past Year (col. '10) and the estimated position re-
quirements for the Current and Budget Years (cols. 11 and 12),
broken down by each of the activities listed in colwm 1.

b. Explanstion of Changes, Form 629
Colwms 4, 5, 7, and 8 of Form 628 require a detailad explanstion.

This explanation will be submitted on Form 629 vith a separate fomm
for each colum. Items of explanation shall be listed in the seme
order as the activities listed in column 1. Each itenm of explana-
tion vill consist of a short description of the item, the geogrephic
areé. if applicable, and the amount involved identified by major
objects of expenditure. Fosition chenges shall be explained slong
with the explanations for the cost changes for each activity.

Co Oﬁaect Classa Sw

This schedule will show the total cost requirements for the office
by object and sub-object classes as defined in Comptroller Instruction
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No. 24, Revised. Object class 600, Printing end Reproduction,
shall be broken down as indicated on the form to show Agency
Printing Services obtained through the Printing Services Division
and Nop-Agency Printing Services for outeide printing and repro-
duction. Under object class 700, Other Contractual Services,

sub-object clasaificatiocns 730 and 731 for Research and Development

shall be used. Other sub-object clagsificetions may be used

optionally to show the distribution of large or wmusual costs under '

this or other object classes. Sub-object classification examples l

are: Proprietary Expenses; Subsidies; Translation Services; Gumrd l

Services; Special Prooact Operations. |
4. Supplementsl Cogt Dets

Aammmalachgdmtotm%emtmnﬁmhhbam
and submitted for the property requirements; that is, all supplies,
materials, end equipment, object classes 800‘am1 900, by five
%echnical cognizent groups: Communications, Technical Services,
Medical, Books end Publications, and General. A% Jweseat, this

mmuBMWwmemmm¥Mh&u,
such as requisitions and project mquiremengg.

8.
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Other Services, and 000, Lands and Structures, will be based
au the cost accrusl gystem prescribed by the Comptroller.
More specific instructions on the cost gystem and procedures
in effect at the time the estimstes are to be jrepared will
be furnished in & geparate memorandum.

(2) The supplemental schedule for relationship of cost require-
ments to obligational requirements for object classes T00
and 000 is ¢o furaish informatvion for use in daveloping the
total Agency obligatibnal requireneats for review and con-
sideration by the DCI end the establishment of the total
Agency budget to be sulmitted to the Bureau of the Budget.

(3) The cost estimates for property (supplies and equipment) in
the budget submission are based qn estimated issues of
propexty for use or eonawﬁénduﬁngmminwlved.

In instances where the requesting office knows of regquire-
mente for lomg-lead ¢ime procurement, or property procure-
ment for inventory increases, it shall sumit an itemized
list of these requirements to the cogaizent techuical office
(logistics, Commo, TSD, Medical, ar OCR) for the purpose of
pricing, comparing the listed items with current and proposed
stock :hévuls, determining the availsbility of partial
financing from stock issues not to be replaced, and applying
technical standards and specifications. The cognizant tech-
nical offices shall prepare and submit special estimates for
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obngaﬂoml requirements for pa-oper‘ “ m met Year
hmwmmMatﬁeemm” ‘wﬁng(‘:ost

y, Asseubly end Page Numbering

(1) . Cost and Fositian Statesment, Fora 525 'imi‘ﬁ ‘J’J "
(2) Explsnation of Changes, Form 629 P
(3) Object Class Sumsary |

(4) Supplemental Schedule on Property

(5) Supplemental Schedule on Relatiomship of Qorb Requirements
to Obligational Requirements

b. Nm’ber all pages consecutively in the lower rl@t-baud COIner .
To facilitate reference to the appmpémte Form 629, note at the
foot of columm 4, 5, T and 8 on Form 628, the page number of the
Form 629 vhich explains the respective columm.
5. Sample forms ere atiached hereto.
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OFFICE, STAFF OR DIVISION

e | —
EXPLANATION OF CHANGES

POSITIONS

DESCRIPTION

NO. A.E.

AMOUNT

S—

FORM
s57

629 omsoLETE PrEVIOUS EDITIONS.

3)




ObjJect Class Summary
Operating Cost Budget and Preliminary Cost Estimate
B

Object Class FY

Office, Staff or Division:

F;timte

101 thru 112 Perszonnel Compensation .......
115 thru 129 Personnel Benefits ...........
200 Travel and Trensportation of Persons .e
300 Transportation of ThiNgs «.............
400 Commmication Services .............. e
500 Rents and Utilities Cteiet e eaaanne
600 Agency Printing and Reproduction ......
606 Non-Agency Printing and Reproduction ..

730 Regearch and Development (non-gov't) ..
731 Research and Development (Gov't) ......
T00 All other Contractual Services ........

Sub-Total - Other Contractual Services.

800 Supplies and Material .............. ees
900 Equipment ..........0.0oou...... ceciana
000 Lands and Structures ..................
010 Grants ....: ....... tresesrananne esseree

Total sovvvvivennnnnnnnnan tecairecenns

S«E«C=
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SCHEDULE OF SUFPPLEMENTAL

Operating Cost Budget, FY 1962 rating Office:
Preliminary Cost Estimate, FY 1963 Date: %
FY l%l 1902 1963
Description Total ~Total Total

Eastimated Property Costs:

e COMDUL, ceeseses evesssenne
b. Technical Services ....occeceee .o
Co MedicBl .vciivencronccnciscane ves

d. Books and Publications ccsesnaans

Total Property Costs se.vv v ciinciaone

e, General ....cecoccerannen cecesses

Estimated Printing Service Coats:
a. Agency Printing Services ..c.....
b. Non-Agency Printing Services ....

Potal Printing and Reproduction Costs..

NOTE: The DD/P offices only will sub-
mit information on Printing
Service Costs on this schedule.
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coW TO OBLIGA UIREMENTS

Operating Cost Budget, Fisesl Ysar Office, Staff or Division:

Preliminary Cost Estimete, Fiseal Year Date:
7ot Cost 33 Preliminary Cost Estimate

Upe
Description S SN &) e - 5 T+ Chiange T
-r o

Total Costs (From Cost &% Position State-
mant)

e 700 Obhexr Services c........ vessasssnnmns
000 Lands and Structbures «..ccvcececccnne

TOUAL ccovescrocnsnvens titisasssseresse

Leas:

Costs From Peiwe Year Obligations:
700 Other Services .. cce:.o. R
000 Londs and StTuchures ciececcescesss i=

Mol =
& @oesss e snsevssevratessesorinne

Add:
Obligations for Future Year Costs:
700 Other Services c...c.-cocvceeseccse !i—
000 Lands and Structures ......c....ce0 §

TObAL e-cvevcncrnnen reeens cresencscas fF

")
{ Total Obligational Requirements ...........

é“&
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